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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The purposes of this study were to make a follow-up 
of the graduates of St. Boniface Business School, 
Philadelphia, Pennsylvania, for the years 1951 through 
1955, to determine the duties most frequently performed 
by the graduates, and through a survey of the firms 
employing these graduates, determine the effectiveness 
of the business education program in this school. 
Analysis of the Problem 
The following subordinate problems were included 
in the study: 
1. To determine the office duties now being performed 
by the former students of St. Boniface Business School 
2. To determine the success of the graduates of 
St. Boniface Business School through the medium of a 
questionnaire sent to the employer 
3. To determine the standards of businessmen with 
reference to the qualifications of personnel 
4. To obtain the recommendations from employees and 
employers for possible improvement in student preparation 
Boston Un1versJtv 
Schocl of Educcit";n 
Library 
Delimitation of the Problem 
The study was confined to a survey of the graduates 
of St. Boniface Business School from 1951-1955. 
The questionnaire sent to the graduates was limited 
to the specific office activities performed by them on 
the job and the difficulties they may have encountered. 
The questionnaire sent to the employers requested them 
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to comment on the personal traits, work habits, and office 
activities of their employees. 
Importance of the Problem 
Since a follow-up study has never been made of the 
graduates of St. Boniface Business School, the writer felt 
that the information received on the questionnaire from 
the employee and the one from the employer would be helpful 
in evaluating the curriculum and its effectiveness in 
preparing students for the business world. 
Justification of the Problem 
If the business teacher's duty is to raise the 
educational level and occupational efficiency of the students 
through a program of planned vocational training, it follows 
that the teacher should assume the responsibility to study 
her students after graduation. 
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In this manner the business teacher may determine 
the effectiveness of the teaching program as a preparatory 
means of aiding the office worker to cope with the many 
demands that will be given by the employer. 
This follow-up study may be done through the medium 
of alumnae meetings or through a questionnaire sent to 
the employee or employer. 
The teacher, the representative of the school, may 
find it difficult at times to reach the important goal of 
forming an understanding between the business teacher and 
the businessman. This thought has been cited in Monograph 
831 : 
Some employers do not know what they really 
need. They may recognize symptoms of weak-
ness, but do not know the cause of them. 
Others may be selfish in indicating their 
needs. For instance, they may want somebody 
trained specifically for their particular 
business and for a particular job in that 
business. 
The school must recognize the importance of 
an overall education that will prepare a 
graduate for life work in whatever opportuni-
ties he may have. The school may not find 
it possible to meet all the objectives of 
employers, but should take their criticisms 
and suggestions into consideration in working 
out the best compromise possible. 
1
"Follow-Up as a Background for Guidance," Monograph~. 
South-Western Publishing Company, Cincinnati, 1953, pp. 29-30. 
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Although the teacher may be frequently in touch with 
graduate students, it is at times difficult to secure reli-
able data about them. Little help can be given unless the 
students' needs are known. 
Monograph 832 points out that "both training and 
education are important. Training for a job is not 
sufficient. Education and training for a vocation are 
needed." 
Many problems are encountered by a graduate in her 
initial position about which the business teacher is 
unaware. These situations bring to the foreground the 
imperative need of an existing relationship between the 
business teachers and the businessmen. Eyster3 points out 
the need of this close relationship in the following: 
Both businessmen and business educators are, 
or become, cognizant that if business education 
as a service to business and to individuals, 
is to be improved and is to be maintained at 
an efficient level, there must be a continuous 
flow and interchange of information between 
business and the schools. The channels for the 
flow and interchange of information must be 
established and kept open. 
2Ibid. , p. l. 
3Eyster, Elvin s., The Journal of Business Education 
"What Business Education Wants to Know from Businessmerl,-" 
Vol. XXVIII, Nov. 1952, p. 62. 
5 
4 According to Dame 1 the analysis and conclusions 
derived from a follow-up study is an important means of 
determining the responsibilities attached to the duties of 
a business teacher. In this respect, Dame writes as follows: 
Schools providing vocational preparation for 
business have not fulfilled their complete 
responsibility to their pupils if they do not 
follow their students on the job. It is the 
definite responsibility of schools to ascertain 
whether the trainees are making satisfactory 
adjustments and progress in their job. 
McDonald5 points out the value of the follow-up 
in the following paragraph: 
Leaders in the business education field and 
guidance directors stress the importance of 
the follow-up as a basis for revising the 
curriculum. The information gained through 
a follow-up suggests the need for new 
courses, the dropping of others, and the 
type of equipment that might be purchased 
for the business department. 
Since the preparation of the students to become as 
efficient as possible for future employers is of such prime 
importance, the writer feels that this case study will be 
beneficial in revising the business curricula of the school. 
4Dame, J. Frank, "There is an Adequate Selection 
Guidance, Placement, and Follow-Up Plan," The Bulletin of 
the National Association of Secondary Schoo~rincipals. 
VOl. 33, Nov. 1949, p. b3-.-
5McDonald, Sister Mary Joachim, A Follow-Up Study of 
the 1948-1952 Business Department of St. Jofirits High Scnool, 
NOrth Cambridge, Massachusetts, wi~ rmpllcations for 
Curriculum Revision, Master's Thesis, Boston University, 
1953. p. 
6 
Organization of the Study 
Chapter I of this study contains a statement of the 
problem, delimitation of the problem, and a justification 
of the study. In Chapter II is found a review of related 
material to the problem under study. Procedures are pre-
sented in Chapter III. In Chapter IV are the results of 
the survey of employees and employers. Chapter V presents 
a summary of findings. 
Recommendations following the summary are to serve 
as a basis for further improvement in the writer's future 
teaching program. 
CHAPTER II 
REVIEW OF RELATED MATERIAL 
A careful study was made of follow-up theses, magazine 
articles, and books that dealt with training better office 
workers as well as the wants and needs of the businessmen. 
Education is not something that is to be confined 
merely to the classroom and considered a finished product 
when the diploma has been received. In educating for 
business, the ending is merely the beginning; for our 
graduates, launched out on their own, will only then begin 
to appreciate the value of the training they have received. 
Here is the one crossroad where they are called upon 
continually to manifest the knowledge acquired and the 
personality traits developed while in their training stage. 
Camera6 states in her thesis that educators are apt 
to be theoretical while businessmen are more inclined to 
be practical. She goes on further to state that the teacher 
feels that the school is getting the standard for business 
offices, while the businessmen feel, as they should, that 
business itself is the standard to be met. Only through 
6 Camera, M. J., A Follow-Uh Study of the Students of X 
Secretarial School, Master's T esis, Boston University, 
1947. pp. 24-2'(. 
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the medium of close cooperation between the business teachers 
and the businessmen will the outcome ever reach the point 
of mutual satisfaction. 
One of the earliest follow-up studies was that of 
Coan7, who wrote a thesis in 1933 on A Four-Year Follow-Up 
Study of the Commercial Girl Graduates of June, 1927, of 
the Baltimore Senior High Schools. The problem of this 
study was: 
1. To measure the effectiveness of the present 
commercial training program in the Baltimore 
Senior Schools 
2. To secure the standard of measurement through 
a study of concrete results and reactions 
obtained from responses to a questionnaire 
indicating the usefulness or non-usefulness 
of the subjects included in the present high 
school curriculum 
3. To use this standard of measurement in a 
scrutiny of the preparation of a particular 
and specific group of graduate entrants into 
the business and vocational world 
4. To use the results of the various section 
studies as a basis for suggestions as to 
changes or enlargements which may be 
necessary to provide the training needed 
to equip high school commercial graduates 
to meet efficiently the present-day 
requirements of the business world 
7coan, Katherine Teresa, A Four-Year Follow-Up Study 
of the Commercial Girl Graduates or June, 1927, or the 
Baltimore Sen~or Hrgn-schools, Maste~Thesis, Boston 
University, 1933,-p:-rx-x. 
As a result of her study, Coan recommended a re-
organization of the business education curricula to give 
adequate business training. She recommended: 
1. A definite testing program to enable only 
those with high intelligence-quotients to 
take the stenographic course 
2. A concentration on vocational training 
3. Training in responsibility 
4. A course in Business English 
After a span of some 20 odd years, are not the same 
type problems being analyzed, and are not similar 
suggestions being recommended? 
The following statement of Camera8 summarizes the 
9 
studies read and the decision to be reached by all business 
education teachers, irrespective of geographic situations. 
The business teacher should seek to establish 
business standards in teaching. There should 
be greater interest and knowledge in actual 
business requirements. There should be closer 
cooperation between employers and business 
teachers. There should be an exchange of ideas 
and information. A constant effort should be 
made to raise the standards of schools of business 
education to requirements of business offices. 
According to the survey made by Carlson9 in 1946, 
it was found that businessmen in general are willing and eager 
to cooperate with the schools in the business training of 
8camera, ..2l?• cit., p. 26. 
9carlson, Gunhild A., Reactions of Selected (60) Business-
men Relative to the Employability of High School BUsiness 
Course Graduates, Master's Thesis, Boston University, 1956, 
p. 50. 
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the students. There is a complete agreement among 
businessmen concerning the necessity for the school to 
develop well-integrated personalities as well as job 
competencies in their studies. 
Carlson goes on further to state that the most out-
standing traits to be developed as summarized from replies 
given by the businessmen she contacted were: 
a. Sense of responsibility 
b. Courtesy 
c. Office manners 
d. Attitude toward work 
e. Less confidence in their own importance 
f. A greater desire to work and earn advancement 
In 1953 1 Sister Mary Joachim McDonald10 made a follow-
up study of the business department graduates of St. John 
High School. Check lists were sent to the graduates to 
determine the duties most frequently performed by the 
graduates and to determine the effectiveness of their 
business education program. 
The following recommendations were based on the 
findings of her study: 
1. According to the frequency of response of 
the graduates, the following typing activi-
ties should be given more attention in the 
typewriting course; copy from handwritten 
work, address envelopes, fill in printed 
forms, type form letters, type inter-office 
correspondence, type invoices and statements, 
and compose letters at the typewriter. 
10McDonald, ~· cit., pp. 103-104. 
" 
2. Consideration should be given to offering 
a course in office practice in which the 
students would receive training in the 
techniques of applying for a position, 
answering the telephone, and meeting callers. 
3. Consideration should be given to offering 
instructions in alphabetical and numerical 
filing, taking dictation from records, the 
use of the adding-listing machine, comptometer, 
electric typewriter, and liquid duplicator. 
4. Several graduates indicated that a course 
in Business English would have been helpful 
to them. Consideration should be given 
to making this subject available to all 
business students. 
5. A class in transcription should be formed 
so that there would be more time available 
in the typing class for the activities 
which need emphasis. 
6. Since the survey was made, the introduction 
of Gregg Simplified shorthand has remedied 
the need for more instruction in that 
subject. More time is now available for 
developing skill in taking dictation and 
transcribing. 
7. Since only 40 per cent of the graduates 
used their shorthand skill, and only 13.2 
per cent used shorthand in their initial 
positions, it would seem that this -subject 
should not be required of every student in 
the business curriculum. Only the students 
who show ability in this subject should be 
allowed to take a second year of shorthand. 
8. A study should be made of the employers to 
determine whether or not the graduates have 
been efficient office workers. 
ll 
The majority of students -never leave their home 
community. Therefore, business teachers should make a 
study of the needs of the businessmen in their vicinity 
12 
in order to discover what opportunities are available for 
the graduates and the qualifications that are necessary. 
According to the many questionnaires, an overwhelming 
majority_ of businessmen are of the opinion that personality 
development should be more highly stressed. 
Prosser11 states that 90 per cent of some 4,000 
discharged office and clerical workers lost their jobs 
because of undesirable character traits. 
Monograph 8312 cites that it is the responsibility 
of the school to give the students the training and 
education sufficient for attaining limited success on their 
first job. 
Thompson13 states that one of the first approaches 
is to discover what the employer expects of his office 
workers. 
11 Prosser, G. A., "What White Collar Business Expects of 
High School Graduates," Business Education World, vol. 18, 
March, 1938, p. 526. 
12Monograph 83, p. 4. 
13Thompson, James M., "Training Better Office Workers," 
The Balance Sheet, September, 1948, p. 7. 
It is to this end that present-day business 
teachers are bending every effort. Business 
teachers realize from inquiries to employees 
that too many graduates of business subjects 
remain in office jobs considerably short of 
the goal the employees originally had in 
mind, •• 
The most desirable traits for office workers 
were listed as follows: accuracy, dependability, 
cooperativeness, acceptance of responsibility, 
neatness in work, courtesy, cheerfulness, 
initiative, stability, physical endurance, 
imagination, good grooming. 
In general, the employers complained most commonly 
of the following weaknesses in their office help: 
In typewriting, the office workers were found 
deficient in accuracy, speed, arrangement, total 
production, numbers, erasing, proofreading, tabu-
lation, and carbons. 
In shorthand, workers lacked ability to read 
shorthand notes rapidly and accurately, to 
arrange letters on the page correctly, to 
compose letters, to punctuate, and to use 
English correctly, 
Thompson14 ends his article with the timely advice 
that if personality weaknesses are acknowledged early 
and the correction is made a routine part of the 
training, the graduate will emerge not only well trained 
in the necessary skills but also equipped with a 
personality that will enable her to use the skills to 
advantage. 
14 Thompson, Ibid., p. 15. 
13 
14 
Only through continued cooperation between the school 
and business will the business teacher be able to send out 
graduates with fine personal and efficient work habits. 
A good public relations program is established through a 
strong placement and follow-up service. This service 
will bridge the gap that exists between educators and 
employers. Usually the businessman wants to cooperate. 
As a result of the readings that have been reviewed 
by the writer, the conclusion is reached that the student 
will be better prepared for office work if the business 
teacher becomes the instrument in formulating a close 
relationship between the business school and the businessman. 
CHAPTER III 
PROCEDURES 
The data used in this study are based upon the 
responses made to the questionnaires sent to the 
graduates of St. Boniface Business School and their 
employers. The following procedures were used in 
conducting this study. 
1. Permission to make the survey of the graduates 
from 1951 to 1955 was secured from the principal of the 
school. 
2. A background for the study was furnished by 
reading of related material. 
3. Instruments were prepared and submitted for 
criticism to the seminar at Boston University and revisions 
were made according to suggestions received in the seminar. 
4. A mailing list of the graduates from 1951 through 
1955 was obtained from the files in the school. 
5. On October 23, 1955, a questionnaire and a letter 
of transmittal was mailed to 247 graduates. 
6. On November 6, a letter was sent as a reminder to 
those graduates who had not returned the questionnaire. 
7. On November 20, a questionnaire and a letter of 
transmittal were sent to all firms employing 143 graduates. 
8. A second letter was sent on December 2 as a reminder 
to those employers who had not made a return. 
9. The data from the check lists were compiled and 
tabulated. 
10. The data were analyzed and interpreted. 
11. Summary, conclusions, and recommendations were 
made based upon the findings. 
The questions asked in the survey report were 
considered important in determining the effectiveness of 
the business education program. Some of the questions 
asked of the graduates included: 
1. What type of positions were held immediately by 
the graduates from St. Boniface Business School? 
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2. What activity was performed on the first job held 
after graduation and which activity caused difficulty? 
3. Were they satisfied with their present position? 
4. If they were not satisfied, what type of position 
did they desire? 
5. Through what mediums did they secure their 
positions? 
6. What subject or subjects for which they felt a 
distinct need were not offered by the school? 
To balance the questions asked of employees, the survey 
report to the employers made inquiries along the following 
lines: 
17 
1. What procedures were used for selecting employees? 
2. If tests are given, what types are used? 
3. Which personal traits and work habits were 
satisfactory or which need additional attention in graduates 
who are in their employ? 
4. Which business activities need more time in the 
school? 
5. What was employer's estimation of employable speed 
on a typing test of average difficult material? 
6. For what phase of the work was the St. Boniface 
Business School graduate not prepared? 
Since business teachers should be familiar with the 
various employment policies and company procedures in order 
that they might instruct their students accordingly, the 
facts derived from this study should prove beneficial. 
The interpretation of the data received from the 
survey will be analyzed in the following chapter. 
CHAPTER IV 
ANALYSIS AND INTERPRETATION OF DATA 
The analysis and interpretation of the data in this 
chapter were obtained from two survey report forms. One 
report form was sent to the employees who were the gradu-
ates of 1951 through 1955 of St. Boniface Business School, 
and the other report form was sent to the respective 
employers. 
Survey Report Forms Sent to the Graduates 
TABLE I 
RETURNS FROM THE SURVEY REPORTS OF THE GRADUATES 
Class Number Number Per Cent of 
Sent Out Returned Returns 
1951 50 35 70 
1952 43 34 79 
1953 54 41 76 
1954 42 36 86 
1955 58 58 100 
Total 247 204 
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Table I shows that the class of 1955 responded 100 per 
cent to the survey report. In all, 247 survey report forms 
were sent out, and an 83 per cent return of the responses 
was considered to be sufficient for securing the information 
needed for the completion of this study. 
TABLE II 
TYPE OF POSITION HELD BY GRADUATES IMMEDIATELY AFTER GRADUATION 
Title of Position 
Stenographer 
Clerk-typist 
Bookkeepers 
Machine Operators 
General Clerk 
Receptionist 
Secretary 
Interviewer-
Personnel Department 
Total 
Number of 
Graduates 
76 
54 
26 
15 
14 
9 
8 
2 
204 
Per Cent of 
Returns 
37.2 
26.5 
12.7 
7.4 
6.9 
4.4 
3.9 
1.0 
100.0 
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Seventy-six, or 37.2 per cent, of the graduates 
responding were employed as stenographers; 54, or 26.5 
per cent, of the graduates were clerk-typist; 26, or 12.6 
per cent, of the graduates were bookkeepers; 15, or 7.4 
per cent, of the graduates were machine operators. Next 
in order of frequency were general clerk, receptionist, 
secretary, and interviewer in the Personnel Department. 
Table III shows the activities performed by the 
graduates on the first job. The activities are listed in 
the frequency of their performance. 
The most frequently performed activity was answering 
the telephone which was done by 106 of the 204 who responded. 
The least frequently performed activity was the operation 
of the teletype which was done by only three of the graduates. 
According to rank, the ten most frequently performed 
activities were: answering the telephone, using the filing 
systems, addressing envelopes, copying from handwritten 
work, opening, sorting and distributing mail, taking 
dictation in shorthand and transcribing, preparing materials 
for filing, filling in printed forms, meeting callers and 
receiving clients, and composing letters at the typewriter. 
The ten activities which had the lowest frequency were: 
posting entries, typing telegrams and cablegrams, balancing 
21 
cash, general bookkeeping, payroll work, using the dicta-
phone, recording sales stock, using the addressograph 
machine, operating the switchboard, and using the teletype 
machine. 
TABLE III 
ACTIVITIES PERFORMED BY THE GRADUATES ON FIRST JOB 
Rank 
1 
2 
3 
4.5 
4.5 
6 
7 
8 
9 
10 
11 
12 
Activity 
Answering the telephone 
Using the filing systems 
Addressing envelopes 
Copying from handwritten work 
Opening, sorting and 
distributing mail 
Taking dictation in shorthand 
and transcribing 
Preparing materials for filing 
Filling in printed forms 
Meeting callers and receiving 
clients 
Composing letters at the 
typewriter 
Typing postal cards 
Copying from rough drafts 
Number 
106 
102 
97 
89 
84 
81 
76 
75 
72 
64 
57 
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TABLE III CONTINUED 
ACTIVITIES PERFORMED BY THE GRADUATES ON FIRST JOB 
Rank Activity Number 
13 Using the calculating machines 56 
14 Making out bank deposits 55 
15 Typing multiple carbons 53 
16 Taking dictation directly 51 
at the typewriter 
17 Typing master sheets for 48 
liquid duplicator 
18 Typing interoffice 47 
correspondence 
19 Using the duplicating machines 45 
20 Figuring and checking invoices 42 
21 Doing tabulation and 35 
statistical work 
22.5 Typing legal forms 34 
22.5 Typing up mailing lists 34 
24 Using the mimeograph 29 
25 Recording entries 27 
26 Cutting stencils 25 
" 
27 Posting entries 24 
28 Typing telegrams and 22 
cablegrams 
29 Balancing cash 21 
23 
TABLE III CONTINUED 
ACTIVITIES PERFORMED BY THE GRADUATES ON FIRST JOB 
Rank Activity Number 
30 General bookkeeping 20 
31 Payroll work 16 
32 Using the dictaphone 15 
33 Recording sales stock 10 
34 Using the addressograph 9 
machine 
35 Operating the switchboard 8 
36 Using the teletype 3 
According to Table IV, which shows the results of the 
activities, the greatest problem seemed to be composing 
letters at the typewriter. 
The ten activities in order of frequency that caused 
the greatest difficulty were: composing letters at the 
typewriter, copying from handwritten work, using the 
duplicating machines, using the calculating machines, 
answering the telephone, meeting callers and receiving 
clients, taking dictation in shorthand and transcribing, 
doing tabulation and statistical work, taking dictation 
directly at the typewriter, and figuring and checking 
24 
invoices. The use of the mimeograph was as difficult to 
as many graduates as was the figuring and checking invoices. 
Only one graduate reported having difficulty with the 
following activities: balancing cash, typing interoffice 
.communications, cutting stencils, typing telegrams and 
cablegrams, typing postal cards, posting entries, using 
the dictaphone, using the addressograph machine, and using 
the teletype machine. 
TABLE IV 
ACTIVITIES THAT CAUSED DIFFICULTY TO THE GRADUATES 
ON THE FIRST JOB 
Rank 
l 
2 
3.5 
3.5 
5 
6 
7 
8.5 
Activity Number 
Composing letters at the 23 
typewriter 
Copying from handwritten work ll 
Using the duplicating machines 10 
Using the calculating machines 10 
Answering the telephone 9 
Meeting callers and receiving 8 
clients 
Taking dictation in shorthand 7 
and transcribing 
Doing tabulation and statis- 6 
tical work 
TABLE IV CONTINUED 
ACTIVITIES THAT CAUSED DIFFICULTY TO THE GRADUATES 
ON THE FIRST JOB 
Rank 
8.5 
10.5 
10.5 
12 
13.5 
13.5 
17.5 
17.5 
17.5 
17.5 
17.5 
25 
25 
Activity 
Taking dictation directly 
at the typewriter 
Figuring and checking 
invoices 
Using the mimeograph 
Typing legal forms 
Copying from rough drafts 
Making out bank deposits 
General bookkeeping 
Preparing materials for 
filing 
Typing master sheets for 
liquid duplicator 
Typing multiple carbons 
Opening, sorting, and 
distributing mail 
Payroll work 
Balancing cash 
Typing interoffice 
correspondence 
Number 
6 
5 
5 
4 
3 
3 
3 
2 
2 
2 
2 
2 
1 
1 
25 
TABLE IV CONTINUED 
ACTIVITIES THAT CAUSED DIFFICULTY TO THE GRADUATES 
ON THE FIRST JOB 
Rank Activity Number 
25 Cutting stencils l 
25 Typing telegrams and l 
cablegrams 
25 Typing postal cards l 
25 Posting entries l 
25 Using the dictaphone l 
25 Using the addressograph l 
machine 
25 Using the teletype l 
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TABLE V 
JOB SATISFACTION OF 204 RESPONDENTS 
AT THE TilliE OF STUDY 
Extent of Job 
Satisfaction 
Satisfied 
Dissatisfied 
No Answer 
Total 
Number of 
Graduates 
174 
18 
12 
204 
Per Cent 
Responding 
85 
9 
6 
100 
27 
Table V shows that in answer to the question, "Are you 
satisfied with your present position?", the majority of the 
graduates, 174, or 85 per cent, indicated that they were 
satisfied. Eighteen, or 9 per cent, of the graduates, 
stated that they were dissatisfied. Twelve, or 6 per cent, 
of the graduates, did not reply to this question. This table 
clearly indicates that the vast majority of the graduates 
responding to the questionnaire were able to adjust them-
selves to their position satisfactorily. 
TABLE VI 
TYPES OF POSITION DESIRED BY GRADUATES \JBO 
WERE DISSATISFIED AT THE TIME OF STUDY 
Types of Positions 
Bookkeeping 
Secretary 
Stenographer 
Receptionist 
Typing-Filing 
Clerk-typist 
General Office Work 
Total 
Number 
Reporting 
4 
3 
3 
3 
2 
2 
l 
18 
Per Cent of 
Total 
22 
17 
17 
17 
11 
11 
5 
100 
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As seen in Table VI, 18 graduates were not satisfied 
at the time of the study. Four, or 22 per cent, of the 
graduates, stated that they preferred a bookkeeping 
position. Three graduates each or 17 per cent, preferred 
secretarial, stenographic, and receptionist work instead of 
their present type of employment. The others stated a 
preference for a typing-filing position, clerk-typist 
position, or general office work. 
TABLE VII 
REASON FOR CHANGING PLACES OF E~lPLOYMENT 
Reason for Change 
Desire better chance 
for .advancement 
Number of 
Graduates 
29 
Desire more responsibility 16 
Desire better salary 14 
Desire better working 12 
conditions 
Physical inability 4 
Desire to work with 3 
others 
Company moved 3 
Total 81 
Per Cent of 
Total 
35.8 
19.8 
17.3 
14.8 
4.9 
3.7 
3.7 
100,0 
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Table VII shows that 81 of the 204 graduates responding 
had changed places of employment since graduation, Some 
of the reasons given for making the changes were as follows: 
desire better chances for advancement, 29, or 35.8 per cent, 
of the graduates; desire more responsibility, 16, or 19.8 
per cent, of the graduates; desire better salary, 14, or 17.3 
per cent, of the graduates; desire better working conditions, 
12, or 14.8 per cent, of the graduates. 
TABLE VIII 
MEDIA THROUGH WHICH THE 204 GRADUATES 
OBTAINED THEIR FIRST POSITIONS 
Sources Number 
Through the school 136 
Relative or friend 34 
Personal application 15 
Newspapers 11 
State Employment 8 
Total 204 
30 
Per Cent 
66.7 
16.7 
7.3 
5.4 
3.9 
100.0 
According to the results seen in Table VIII, the 
majority of the graduates, 136, or 66.7 per cent, obtained 
their first positions through the medium of the school. 
Thirty-four, or 16.7 per cent, of the graduates, received 
it through a relative or a friend; 15, or 7.3 per cent, of 
the graduates, obtained it through personal application; 
11, or 5.4 per cent, of the graduates, through advertise-
ments in the newspapers; and 8, or 3.9 per cent, of the 
graduates, through the State Employment Agency. 
TABLE IX 
MEDIA THROUGH WHICH THE 81 GRADUATES 
SECURED THEIR PRESENT POSITIONS 
Source Number 
Relative or friend 29 
Through the school 21 
Personal application 15 
State Employment 9 
Agency 
·Advertisements in 5 
the newspaper 
Civil Service 2 
Examination 
Total 81 
Per Cent 
36 
26 
19 
11 
6 
2 
100 
As shown in Table IX, 29, or 36 per cent, of the 81 
graduates who changed positions since graduation secured 
their present position from a relative or friend; 21, or 
31 
26 per cent, of the graduates, obtained the change through 
the school; 15, or 19 per cent, of the graduates, through 
personal application. The others received their positions 
from the State Employment Agency, advertisements in the 
newspapers, and from Civil Service Examination. 
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TABLE X 
SUBJECTS NOT OFFERED IN SCHOOL FOR WHICH 
GRADUATES FELT A DISTINCT NEED 
Subject 
Calculator or 
adding machine 
Dictaphone 
·Composing own 
letters 
Switchboard 
Bookkeeping IVJachine 
Electric Typewriter 
Comptometer 
Total 
Number of 
Graduates 
62 
50 
48 
17 
5 
4 
3 
Per Cent of 
Returns 
32.8 
26.5 
25.4 
9.0 
2.6 
2.1 
1.6 
100.0 
As seen in Table X the graduates were requested to list 
the subjects not offered in school for which they felt a 
distinct need. Sixty-two, or 32.8 per cent, of the graduates 
who answered this question stated a detailed instruction in 
the use of the calculator or adding machines would have been 
helpful to them. Fifty, or 26.5 per cent, of the respondents 
indicated that a knowledge of a dictaphone vmuld have helped 
them. Composing their own letters represented a problem 
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to 48, or 25.4 per cent, of those responding to the 
questionnaire. Seventeen of the graduates felt the need 
for a knowledge of the switchboard; 5 of the graduates, 
for the bookkeeping machine; 4 of the graduates, for the 
electric typewriter; and 3 of the graduates, felt the need 
for instructions on the comptometer. 
TABLE XI 
TOPICS WHICH THE GRADUATES RECOMMENDED SHOULD BE 
GIVEN MORE STRESS IN SCHOOL 
Number of 
SUbject Graduates 
Answering the telephone 14 
Greeting clients 12 
Business English 5 
Mathematics 3 
Business Spelling 2 
More bookkeeping 2 
Payroll work l 
Business etiquette 1 
Filing l 
Vocabulary development l 
Total 42 
Per Cent of 
Returns 
33.3 
28.5 
11.9 
7.1 
4.8 
4.8 
2.4 
2.4 
2.4 
2.4 
100.0 
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Table XI shows 42 additional comments that were given 
in answer to the question of subjects not offered in school 
for which they felt a distinct need. These comments 
concerned subjects taught in the school but which the 
graduates felt should be given more time. This table 
indicates these suggestions in their order of frequency. 
Twenty-six of the 42 making these notations listed 
answering the telephone and greeting clients as the most 
important activity. The remaining 16 notations recommended 
the following subjects: business english, mathematics, 
business spelling, bookkeeping, payroll work, business 
etiquette, filing, and the development of a vocabulary. 
Survey Report Forms Sent to the Employers 
of the Graduates 
The survey report form sent to the employers of the 
graduates was the means used to obtain the data summarized 
in the following tables. 
TABLE XII 
DISTRIBUTION OF THE 204 GRADUATES 
Respondents 
Graduates employed 
Graduates unemployed 
Religious teachers 
Total 
Number of 
Graduates 
183 
18 
3 
204 
Per Cent of 
Returns 
90 
9 
1 
100 
As indicated in Table XII, 183, or 90 per cent of 
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the representative employers of the classes of 1951, 1952, 
1953, 1954, and 1955 whose names had been previously 
submitted by the graduates, received a survey report form 
which could be answered mostly by checking. Eighteen 
graduates were unemployed at the time the research was 
made, and three were religious teachers. 
TABLE XIII 
RETURNS FROM THE SURVEY REPORT FORM OF EMPLOYERS 
Time 
First 2-week period 
Follow-up, 3rd 
Period 
No Answer 
Total 
Number 
Received 
94 
35 
Per Cent of 
Returns 
51 
29 
20 
100 
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As indicated in Table XIII, 94, or 51 per cent, of the 
questionnaires were returned within a period of two weeks. 
A follow-up letter, which was sent out at the end of the 
second week brought in 54, or 29 per cent, additional 
returns, Thirty-five, or 20 per cent, of the firms had 
not responded at the end of the three-week period, The 
total number of 148 responses, or 80 per cent, was 
considered to be sufficient for securing the desired infor-
mation needed for the completion of this study. 
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Table XIV indicates the type of business in which 
employees were engaged at the time of the survey. Forty-
six, or 31.1 per cent,of the respondents were in the 
manufacturing business; 31, or 20.9 per cen~ of the 
respondents were in the insurance business; 16, or 10.8 
per cent,of the respondents were in public utilities; 7 
were in the publishing business; 6 were wholesalers; and 
5 were distributors. Only one each of the following types 
of businesses participated in the survey: communications, 
certified public accountant, architect, research bureau, 
industrial, hospital and transportation. The table 
indicates that over 75 per cent of the businesses employ-
ing our graduates were in the manufacturing and insurance 
field. 
TABLE XIV 
TYPES OF BUSINESSES PARTICIPATING IN THE SURVEY 
Type of Business Number Per Cent 
Manufacturing 46 31.1 
Insurance 31 20.9 
Public Utilities 16 10.8 
Finance 10 6.7 
Publishing 7 4.7 
TABLE XIV CONTINUED 
TYPES OF BUSINESSES PARTICIPATING IN THE SURVEY 
Type of Business Number Per Cent 
Wholesalers 6 L~. 0 
Distributors 5 3.3 
Printing 4 2.7 
Department Stores 4 2.7 
Lawyer 3 2.0 
Retailers 3 2.0 
Bakery 2 1.4 
Banking 2 1.4 
U.S.Government 2 1.4 
Communications 1 
.7 
c. P. A. 1 .7 
Architect 1 .7 
Research Bureau 1 .7 
Industrial 1 .7 
Hospital l 
.7 
Transportation 1 .7 
"" 
-
Total 148 100.0 
TABLE XV 
PROCEDURES USED FOR SELECTING EMPLOYEES 
Procedures 
Through the school 
Recommendation of 
other employees 
Personal application 
Employment agencies 
Advertisements in 
the newspaper 
Relatives or friends 
Former employees 
Did not specify 
Number of 
Firms 
50 
42 
33 
32 
31 
25 
3 
2 
Per Cent 
33.7 
28.3 
22.3 
21.6 
20.9 
16.8 
2.0 
1.3 
The most frequently used procedure in selecting 
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employers, as indicated in Table XV, was through the school. 
Fifty, or 33.7 per cent, of all the firms reporting, 
contacted the school. Forty-two, or 28.3 per cent, used 
the recommendations of other employees; 33 firms, or 22.3 
per cent, used personal application; 32, or 21.6 per cent, 
used employment agencies; 31, or 20.9 per cent, sought 
advertisements in the newspaper; 25, or 16.8 per cent, 
depended on the recommendations of relatives or friends. 
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Selection through former employees seemed to be the least 
used method as only three respondents reported this means. 
Two respondents did not specify any means of selecting 
new employees. No totals have been given in Table XV due 
to the fact that many employers listed several procedures 
used in their respective firms for securing new employees. 
TABlE XVI 
FIRMS USING SOME FORM OF EMPLOTI1ENT TEST 
Answer 
Yes 
No 
No answer 
Total 
Number 
ll8 
19 
ll 
148 
Per Cent 
79.7 
12.8 
7.5 
100.0 
Table XVI indicates that 118, or 79.7 per cent, of the 
firms responding to the questionnaire did require some form 
of a test for beginning employees in their firms. No test 
was required by 19, or 12.8 per cent, of the employers. 
Eleven, or 7.5 9er cent, gave no answer to that question. 
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TABLE XVII 
TYPES OF Et~PLOYMENT TESTS GIVE!\ BY THE EMPLOYERS 
Types of Test Number Per Cent 
Typewriting 46 31.0 
Transcription 38 25.7 
Intelligence 26 17.6 
Aptitude 8 5.4 
No test 19 12.8 
No answer ll 7.5 
Total 148 100.0 
As shown in Table XVII, 46, or 31 per cent, of the 
employers gave a typewriting test to beginning employees; 
38, or 25.7 per cent, required a transcription test; 26, 
or 17.6 per cent, gave an intelligence test; and an aptitude 
test was given by 8 of the firms responding. No test of 
any kind was required by 19 of the business firms and ll 
of the respondents did not answer this question. 
Table XVIII indicates the personal traits and work 
habits that were satisfactory and those that needed addi-
tional attention in the school, Thirty-two, or 21.6 per 
cent, of the employers replying were satisfied with all 
the personal traits and work habits of the graduates in 
their employ. Ninety-four, or 63.5 per cent, were 
satisfied with the ability to get along with others and 
with their courtesy. It will be seen from this Table 
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that the majority of the employers seemed to be satisfied 
with these traits and habits, Accuracy was a factor in 
which the employers noted the greatest amount of deficiency 
in the graduates. The next highest in frequency according 
to responses were as follows: initiative, punctuality, 
dependability, thoroughness, neatness and willingness 
to follow instructions. \vi th the exception of accuracy, 
the number of firms reporting these deficiencies was not 
large, Thirty-two additional employers checked all the 
items in the satisfactory column. 
TABLE XVIII 
PERSONAL TRAITS AND WORK HABITS WHICH NEED 
ADDITIONAL ATTENTION IN THE SCHOOL 
Personal Traits 
and Work Habits 
Ability to get along 
with others 
Courtesy 
Honesty 
Interest in work 
Respect for authority 
Loyalty 
Personal appearances 
Cooperation 
Ability to adjust 
Neatness 
Willingness to follow 
instructions 
Dependability 
Punctuality 
Initiative 
Thoroughness 
Accuracy 
Satisfactory 
94 
94 
93 
93 
92 
92 
92 
91 
90 
90 
87 
87 
85 
83 
78 
77 
Needs 
Additional 
Attention 
4 
5 
0 
4 
5 
3 
5 
3 
5 
8 
7 
11 
13 
14 
9 
27 
With respect to the need for greater emphasis on 
certain skills and knowledges, the employers were re-
quested to indicate those which they felt the school 
should give additional attention and those which were 
satisfactory. 
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Table XIX indicates the extent that the employers 
found the graduates satisfactory. The second column shows 
the number of employers who indicated that certain skills 
and knowledges needed more attention in the school. 
The activity or duty in the greatest need of attention 
according to the replies of the respondents was composing 
letters at the typewriter, with the need for better 
telephone techniques ranking a close second. Next in rank 
were: meeting callers and receiving clients, taking 
dictation in shorthand and transcribing, figuring and 
checking invoices, and using the calculating machines. 
According to the employers, those skills and knowledges 
which were performed satisfactorily on the job were: 
typing postal cards; opening, sorting, and distributing 
mail; and typing up mailing lists. In the opinion of the 
employers the activities required on the job that ranked 
next in satisfactory performance were: typing telegrams 
and cablegrams, typing interoffice correspondence, addressing 
envelopes, making out bank deposits, preparing material for 
filing, using the mimeograph, and doing payroll work. 
Rank 
1 
2.3 
2.5 
4 
? 
7 
7 
7 
9 
10.5 
10.5 
~ 12.5 
12.5 
13 
TABLE XIX 
EXTENT OF SATISFACTION BY EMPLOYERS ON 
ACTIVITIES PERFOlli~D ON THE JOB 
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Activity 
Needs 
Satisfactory Additional 
Attention 
Typing postal cards 50 0 
Addressing envelopes 44 3 
Copying from hand- 44 7 
written work 
Using filing systems 40 6 
Typing interoffice 39 2 
correspondence 
Taking dictation in 37 18 
shorthand and transcribing 
Filling in printed forms 37 7 
Typing with multiple 37 6 
carbons 
Opening, sorting, and 36 0 
distributing mail 
Preparing material for 34 3 
filing 
Typing telegrams and 34 1 
cablegrams 
Better telephone 32 30 
techniques 
Typing up mailing lists 32 0 
Doing tabulation and 31 13 
statistical work 
Rank 
14 
15.5 
15.5 
17.5 
17.5 
19 
20.5 
20.5 
22.5 
22.5 
24.5 
24.5 
26 
27 
28 
TABLE XIX CONTINUED 
EXTENT OF SATISFACTION BY EMPLOYERS ON 
ACTIVITIES PERFORMED ON THE JOB 
Activity Satisfactory 
Meeting callers and 29 
receiving clients 
Copying from rough 28 
drafts 
Typing legal forms 28 
Figuring and checking 27 
invoices 
Erasing 27 
Making out bank deposits 26 
Cutting stencils 24 
Balancing cash 24 
Using the mimeograph 23 
Using the calculating 23 
machines 
Taking dictation 22 
directly at the 
typewriter 
Payroll work 22 
Typing master sheets 21 
for liquid duplicator 
Composing letters at 20 
the typewriter 
Using the duplicating 15 
machines 
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Needs 
Additional 
Attention 
25 
9 
4 
13 
ll 
2 
6 
5 
3 
12 
7 
3 
6 
31 
4 
TABLE XX 
EMPLOYABLE TYPING SPEED ON TEST MATERIAL 
OF AVERAGE DIFFICULTY 
Rate of 
Speed 
35-40 
40-45 
45-50 
50-55 
None 
No answer 
Don't know 
Total 
Number of 
Employers 
37 
21 
25 
10 
10 
37 
8 
148 
Per Cent of 
Returns 
25 
14 
17 
7 
7 
25 
r 
:J 
100 
Ninety-three, or 63 per cent, of the employers 
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responding gave a specific speed which they considered to be 
the minimum typewriting speed for employment when test 
material of average difficulty was used. The employable 
typing speed specified by these employers were as follows: 
37, or 25 per cent, of the employers, stated a rate of speed 
between 35 and 40 words per minute; 21, or 14 per cent, of 
the employers, 40 to 45 words per minute; 25, or 17 per cent 
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of the employers, 45 to 50 words per minute; and 10, or 
7 per cent, of the employers, considered 50 to 55 words 
per minute employable typing speed. Table XX further 
shows that 55, or 37 per cent, of the employers, gave no 
speed, did not answer, or did not know what minimum speed was 
required in their firms for employment purposes. The ten 
employers that answered "none" made notations to the effect 
that they wanted accuracy more than speed. Five of the 
respondents that stated that they did not know the type-
writing speed requirement for employment added notations 
concerning the importance of accuracy. 
TABLE XXI 
THE EXTENT THAT THE GRADUATES \VERE NOT PREPARED 
Response concerning Per Cent of 
Adequacy of Preparation Number Returns 
Yes 18 12 
No 68 46 
No answer 62 42 
Total 148 100 
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As shown in Table XXI, the employers were asked to 
indicate if there were any phases of work for which the 
school did not prepare the graduate. Sixty-eight, or 46 
per cent, replied in the negative; 18, or 12 per cent, 
replied in the affirmative; and 62, or 42 per cent, did not 
answer this question. 
TABLE XXII 
AREAS OF INAD~UACY INDICATED BY ENPLOYERS 
Inadequacies 
of Graduates 
Personal traits 
and work habits 
Shorthand, type-
writing, and 
transcription 
skills 
Occupational 
Intelligence 
Others 
Number of 
Comments 
55 
44 
41 
60 
Per Cent 
Commented 
37.1 
29.7 
28.3 
40.5 
Number 
Inadequate 
14 
15 
9 
17 
Table XXII indicates that from the 148 survey report 
forms returned, 55, or 37.1 per cent, of the employers. made 
a notation under personal traits and work habits; 44, or 29.7 
per cent, of the employers, on shorthand, typewriting, and 
transcription skills; 41, or 28.3 per cent, of the 
employers, on occupational intelligence; and 60, or 
40.5 per cent, of the employers, made notations under 
"others". 
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Of the 55 employers who made a notation under personal 
traits and work habits of the graduates, 14 employers 
indicated inadequacies, and 2 made general comments. 
The areas of inadequacies indicated by the employers 
of the graduates are classified as follows: lack of 
initiative, poor punctuality and absence records, lack 
of good grooming, disrespect for authority, leaving a 
position without giving notice, and using business hours 
for personal matters. 
In the general comment, one employer stated the 
following: 
Cooperation and understanding of the diffi-
culties should be met on the managerial and 
employer level of the firm. Everybody gripes, 
from the highest to the lowest, but rumors, 
undermining, and troublemaking are major 
problems. 
The other employer who made a general comment stated: 
The personal traits and work habits of my 
secretary are good, other than a lack of 
generosity or graciousness in the rare in-
stances when she has been asked to work a 
few minutes beyond the closing time. 
Of the 44 employers who made a notation under short-
hand, typewriting, and transcription skills of the graduates, 
15 employers indicated inadequacies. 
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These areas of inadequacies notated by the employers 
of the graduates are classified as follows: need for a 
more comprehensive English course; more practice in 
dictation and transcription; need for improvement in 
report presentation, proofreading, and typewriting skills. 
Of the 41 employers who made notations under occupa-
tional intelligence of the graduates, 9 employers indicated 
inade quae ie s. 
The areas of occupational intelligence that need 
improvement as classified by the employers of the graduates 
are as follows: self-application and initiative, self-
confidence when meeting people, better spelling and more 
extensive use of the dictionary, clearer understanding of 
the geographical locations of the different states, and 
the necessity to inquire if the given directions are not 
clear. 
Of the 60 employers who made notations under the 
heading "others", 17 mentioned weaknesses found in the 
graduates that were not specifically listed in any of 
the previous statements. These notations are summarized 
as follows: need for more training on the adding machine, 
the acquisition of at least the fundamental skill on the 
various types of calculating machines, and a more inten-
sive drill on decimals, percentages, and mental arithmetic. 
Several employers commented that the changing of a type-
Boston Un1verBitF 
School o~ Education 
Library 
writer ribbon was too time-consuming. 
In Chapter V the findings are summarized and the 
recommendations are made for the improvement of the 
business program. 
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CHAPTER V 
SUMMARY OF FINDINGS AND RECOJVIJVJENDATIONS 
The purposes of this study were twofold: first, to 
determine the effectiveness of the business education 
program by means of a survey report form sent to the gradu-
ates; and secondly, to improve the effectiveness of the 
business curriculum by recommendations sought from employers 
of the graduates from 1951-1955. 
The findings, as a result of analyzing the data 
received, were as follows: 
l. Of the 247 survey report forms mailed to 
the graduates, 204, or 83 per cent, were 
completed and returned. The response from 
the class of 1955 was 100 per cent. 
2. Eighty-four graduates, or 111.1 per cent, 
were classified as stenographers and 
secretaries; 26.5 per cent as clerk-
typist; 12.7 per cent as bookkeepers, 
7.4 per cent as machine operators, 6.9 
per cent as general clerks; 4.4 per cent 
as receptionists; and 1.0 per cent as 
interviewer j_n the personne 1 department. 
3. The highest frequency rate for an office 
activity performed on the first job by 
the graduate after graduation was answer-
ing the telephone, with the use of the 
filing systems following closely. The 
next ten activities according to the 
frequency of the responses were: address-
ing envelopes, copying from handwritten 
work, opening, sorting, and distributing 
mail, taking dictation in shorthand and 
transcribing, preparing materials for 
filing, filling in printed forms, meeting 
callers and receiving clients, and compos-
ing letters at the typewriter. 
4. The five lowest activities in frequency of 
performance on the first job were: using 
the dictaphone, recording sales stock, 
using the addressograph machine, operating 
the switchboard, and using the teletype. 
5. The activities that caused the greatest 
amount of difficulty on the first job 
were as follows: composing letters at 
the typewriter, copying from handwritten 
work, using the duplicating machines, 
answering the telephone, and meeting 
callers and receiving clients. 
6. Very little difficulty was encountered by 
the graduates in using the teletype, the 
addressograph machine, the dictaphone, in 
posting entries, typing postal cards, 
7. 
typing telegrams and cablegrams, cutting 
stencils, typing interoffice correspondence, 
or balancing cash. 
At the time of the 
the graduates were 
present positions. 
were dissatisfied. 
study, the majority of 
satisfied in their 
Eighteen, or 9 per cent, 
8. Of the eighteen graduates who were dissat-
isfied at the time of the study, four, or 
22 per cent, desired a bookkeeping position; 
three, or 17 per cent each, desired secre-
tarial, stenographic, or receptionist work. 
9. The desire for better chances for advance-
ment, more responsibility, better salaries, 
and better working conditions were the 
reasons given by 71 of the 81 \'lho had changed 
their original place of employment. 
10. The responding graduates received their 
first position through the following sources: 
the school, 66.7 per cent; relatives or 
friends, 16.7 per cent; personal application, 
7.3 per cent; advertisements in the newspaper; 
5.4 per cent; State Employment Agency, 3.9 
per cent. 
11. Sixty-two graduates, or 32.8 per cent, indi-
cated that a course in the use of the 
calculator or adding machine would have been 
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beneficial to them; 50, or 26.5 per cent, 
stated that a kno11ledge of the dictaphone 
would have proved beneficial; 48, or 25.4 
per cent, felt a distinct need for more 
details in composing their own letters; 
17, or 9.0 per cent, stated that they had 
trouble with the switchboard; 5, or 2.6 per 
cent, needed additional help in the use of 
the bookkeeping machine; 5, or 2.1 per cent, 
felt the need for a more extensive use of 
the electric typewriter; and 3, or 1.6 per 
cent, stated the need for a course in the 
use of the comptometer. 
12. The majority of the graduates responding to 
the topics which should be given more stress 
in school indicated that additional instruc-
tion on telephone technique and manner of 
greeting clients would have been helpful to 
them. 
13. One hundred forty-eight, or 80 per cent, of 
the 183 employers who were sent questionnaires 
responded within a three-week period. 
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14. The greatest number of graduates were employed 
by manufacturing concerns. Insurance companies 
hired the next largest number. Others were 
employed by diversified types of businesses 
some of which were: public utilities, 
finance, publishing, wholesaler•s, retailers, 
and lawyers. 
15. The most frequently used procedure in selecting 
employees was through the school. Fifty firms, 
or 33.7 per cent, used this means. Forty-two, 
or 28.3 per cent, used the recommendation of 
other employees; 22.3 per cent, personal appli-
cation; and 21.6 per cent, advertisements in 
the newspaper. Two employers did not specify 
their employment procedures. 
16. One hundred eighteen, or 79.7 per cent, of the 
firms responding to the questionnaire used 
some form of employment test. Only nineteen, 
or 12.8 per cent, gave no test; eleven firms, 
or 7.5 per cent, did not answer this question. 
17. A typewritten test was the test most fre-
quently given by the participating firms 
to their beginning employees. Transcription, 
intelligence, and aptitude tests were used 
by some firms involved in the study. 
18. In checking the personal traits and work 
habits which need additional attention in 
the school, twenty-seven employers stated 
greater stress on accuracy. Initiative, 
punctuality, dependability were next in 
order. All employers seemed satisfied 
with the honesty of the graduates. 
19. Some of the duties performed on the job 
which need greater attention in the school 
were: composing letters at the typewriter, 
better telephone techniques, meeting callers 
and receiving clients, taking dictation in 
shorthand and transcribing, figuring and 
checking invoices, and using the calculating 
machines. 
20. Activities which seem to present no problem 
were: typing postal cards; opening, sorting, 
and distributing mail; and typing up mailing 
lists. 
21. Ninety-three employers stated a rate of 
employable speed on a typewriter when the 
test material is of average difficulty. 
Thirty-seven required a speed between 35 
and 40 words per minute; 27, between 40 
and 45 words per minute; 25, between 45 
and 50 words per minute; and 10, between 
50 and 55 words per minute. Ten stated no 
specific speed but preferred accuracy. 
22. Eighteen, or 12 per cent, of the employers 
indicated that the graduates were not pre-
pared in some phase of work. Sixty-eight, 
or 46 per cent, stated that the graduates 
were prepared in all phases of work. Sixty-
two, or 42 per cent, did not answer the 
question. 
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23. The phases of work for which the graduates 
were or were not prepared were divided as 
follows: personal traits and work habits, 
55 comments; shorthand, typewriting, and 
transcription skills, 41> comments; occupa-
tional intelligence, 41 comments; others, 
60 comments. 
24. Thirty-nine of the 55 employers vrho made 
notations under personal traits and work 
habits of the graduates, classified them 
as satisfactory, 14 employers indicated 
inadequacies, and 2 made general comments. 
25. The inadequacies of the graduates in per-
sonal traits and work habits were classified 
as follows: lack of initiative, poor 
punctuality and absence records, lack of 
good grooming, disrespect for authority, 
leaving a position without giving notice, 
and using business hours for personal 
matters. 
26. Twenty-nine of the 44 employers who made 
a notation under shorthand, typewriting, 
and transcription skills of the graduates, 
classified them as satisfactory; and 15 
employers indicated points in which they 
found weaknesses. 
27. The areas which needed further attention 
in the school are classified as follows: 
need for a more comprehensive English 
course; more practice in dictation and 
transcription; need for improvement in 
report presentation, proofreading, and 
typewriting skills. 
28. Thirty-two of the 41 employers who made 
a notation under occupational intelligence 
of the graduates, classified them as satis-
factory, and 9 employers indicated inade-
quacies. 
29. These areas of inadequacies are classified 
as follows: lack of self-application and 
initiative, lack of self-confidence when 
meeting people, need for better spelling 
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and more extensive use of the dictionary, 
need for clearer understanding of the 
geographical locations of the different 
states, and the necessity to inquire if 
the given directions are not clear. 
30. Twenty-five of the 60 employers who made 
notations under "others" stated that the 
graduates• work was satisfactory, 18 em-
ployers made comments that were classified 
under the three previous statements, and 
17 employers mentioned other weaknesses 
not specifically listed. 
31. These weaknesses are summarized as follows: 
need for more training on the adding 
machine, the acquisition of at least the 
fundamental skill on various types of cal-
culating machines, and a more intensive 
drill on decimals, percentages, and men-
tal arithmetic. Several employers commented 
that the changing of a typewriter ribbon was 
too time-consuming. 
Recommendations for Improving the Business 
Education Program 
The following recommendations are based on the find-
ings of this study: 
1. Based upon an analysis of the difficulties 
encountered by the graduates, the business 
program should give additional emphasis to 
composing letters at the typewriter, copy-
ing from handwritten work, meeting callers 
and receiving clients, doing tabulation and 
statistical work, figuring and checking 
invoices, and using the memeograph. 
2. Serious consideration should be given to 
more detailed work in the use of the ten-
key and full-keyboard adding machines and 
the comptometer, the use of the filing 
systems, and the proper techniques of 
using the telephone. 
3. Consideration should be given to the 
purchase of dictation records and a tape 
recorder for more intensive and varied 
dictation in the transcription class. 
4. Consideration should be given to revising 
the course of study in both Business English 
and spelling. 
5. The possibility of offering a course in 
personality development should be explored. 
6. Additional electric typewriters should be 
provided for use in the typewriting and 
office-practice classes. 
7. Consideration should be given to the rental 
or purchase of dictation machines for in-
structional purposes. 
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APPENDIX 
October 23, 1955 
Dear Graduate, 
Congratulations for having put into practice the lessons 
you learned here at St. Boniface. We hope you have been 
happy in your work. 
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Do you know we are, and have been, a little curious? Just 
what did you do during your first week, month, or year in 
your new field? Were you ever wishing you were back at 
your Alma Mater? If so, why? Were there some details you 
could have learned a little better had you known just what 
you were to encounter when you actually worked in an office? 
No doubt there were! 
Would you, then, be willing to help the future graduates 
of St. Boniface Business School? Just list for me, or 
merely check the items that would have proved advantageous 
to you as you first began to belong to that vast multitude 
listed as "office workers"! We really won't mind construc-
tive criticisms of our methods. Our aim is to help the 
business world by sending into it girls who can earn an 
honest wage and, as a result, experience a reasonable 
amount of happiness in their work. 
Don't worry! Your name, your place of employment--in fact 
nothing that you present to us--will be made known. The 
fundamental purpose of our inquiry is to help you and to 
help future graduates to become happy in their work. 
Enclosed you will find a stamped envelope for your convenience 
in replying to my request. I hope you find it convenient 
to inform me concerning your present and your past status. 
I am interested. 
The questionnaire enclosed will guide you a little in your 
attempt to help me. Please use it. Don't forget to add 
your own personal comments. Many things which you may 
want to tell me may not be listed on the enclosed ques-
tionnaire. 
Sincerely and gratefully, 
Enclosures 2 
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INFORMATION SHEET FOR EMPLOYEES 
1. Name of graduate (maiden name) ______________________ _ 
2. Year of graduation. __________________________________ _ 
3. Married name ________________________________________ _ 
4. Name of present employer ____________________________ _ 
5. Address of present employment ______________________ __ 
6. Please check the type of position that you held 
immediately after graduation from St. Boniface Business 
School. 
a) Bookkeeper 
b) Receptionist 
c) General clerk 
d) Stenographer 
e) Clerk-typist 
f) Machine operator 
g) Other: 
7. Check in the proper column the activity which you 
performed on the first job that you held after 
graduation, and indicate by a checkmark in the other 
appropriate column if you had difficulty with that 
activity. 
Performed 
on first job Had Difficulty 
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ll Answering the telephone 2 Addressing envelopes 
------------==============3 ,Copying from handwritten work 
------------ ______________ 
5
·4l Filling in printed forms 
Meeting callers and 
receiving clients 
------------ ______________ 6.) Doing tabulation and 
statistical work 
------------ ______________ 7) Taking dictation in short-
hand and transcribing 
------------ ______________ .8) Composing letters at the 
typewriter 
------------ ______________ 9) Preparing materials for 
filing 
lOl Typing postal cards 
------------ _____________ 11 Copying from rough drafts 
------------ _____________ 12 Typing interoffice 
correspondence 13l Figuring & checking invoices 
------------ _____________ 14 Typing legal forms 
------------ _____________ 15 Opening, sorting and 
distributing mail 161 Typing up mailing lists 
_________________________ 17 Typing multiple carbons 
------------ -------------· 18 Making out bank deposits 
------------ _____________ 19 Taking dictation directly 
at the typewriter 
------------ ------------~20l Typing telegrams & cablegrams 
_________________________ .21 Typing master sheets for 
liquid duplicator 
-------------------------:22 Using the duplicating machines 
-------------------------2:3 Using the calculating machines ------------------~-----:24 Using the filing systems 
25 Cutting stencils 
-------------------------:26 Use of the mimeograph 
-------------------------:27 Balancing cash 
-------------------------:28 Payroll work 
------------ ------------~29 General bookkeeping 
-------------------------:30 Recording entries 
------------ ------------~31 Posting entries 
------- _______ .32 Others 
" 
8. Are you satisfied with your present position? 
____________ Yes ----------~No 
9. If you are not satisfied with your present position, 
what type of a position do you desire? 
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10. If you have changed your place of employment what was 
the reason for the change? 
a Desire more responsibility 
--------~ Desire better chances for advancement 
c Desire better working conditions 
--------d Desire better salary 
________ e Others: ________________________________ _ 
11. Through which media did you secure your positions: 
First Position Present Position 
a Through the school 
-----------------c Relative or friend 
----------------~c Personal application 
d Newspaper 
----------------e State Employment 
f Other: 
---------------- -----------
12. As a result of your employment experience, what subject 
or subjects were not offered while you were in school 
for which you felt a distinct need? 
ALUMNAE ASSOCIATION OF SAINT BONIFACE BUSINESS SCHOOL 
142 WEST DIAMOND STREET 
PHILADELPHIA 22, PA. 
November 20, 1955 
Thank you for having taken into your employ one of our 
business school graduates. We sincerely hope that she 
is, and has proven to be, beneficial to your firm. 
Because we are interested, we are making a survey in 
order to determine just what skills or aptitudes the 
students graduating from our school are lacking. It 
is our aim to cooperate with the employer so that any 
employee sent by us to his firm or company will prove 
to be an asset to the same. 
For this reason, may we request you to fill out the 
enclosed questionnaire. We assure you that the in-
formation given us will be held in strict confidence. 
The result of the questionnaire will be the basis upon 
which we will work with our potential graduates so 
that they may be better fit to enter the business field 
upon completion of their courses here at St. Boniface. 
Thank you for your past acceptance of our students and 
for the aid you will be giving to the future graduates. 
Very truly yours, 
ST. BONIFACE BUSINESS SCHOOL 
Teacher 
Enclosure 
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INFORMATION SHEET FOR EMPLOYERS 
1. Name of the Firm 
--------------------------------
2. Type of Business 
--------------------------------------
3. Address of the Firm ~---------------------------------
4. Title of the Respondent ______________________________ _ 
5. Please check the procedure used for selecting your 
employees. 
_______________ a) Employment agencies 
_______________ b) Through the school 
_______________ c) Relatives or friends 
_______________ d) Advertisements in newspapers 
_______________ e) Personal application 
--------------~f) Recommendation of other employees 
------------~g) Other: ______________________ ___ 
6. Do you use some form of employment test: Yes No 
7. If so, kindly name type of the test given. 
8. How many St. Boniface Business School graduates have 
you in your employ at the present time? ______________ _ 
9, Please indicate by a checkmark which personal traits 
and work habits need additional attention in the 
school. 
Satisfactory 
Needs 
Additional 
Attention 
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a) AccuracY···············------------4--------------
b) Ability to adjust, ••••• ____________ ~------------
c) Willingness to follow 
instructions •••••.••••• ____________ 1--------------
d) PunctualitY••••••••••··------------1--------------
e) Ability to get along 
with others •.•••..••••• ____________ ,_ ____________ _ 
f) Thoroughness ••••••••••• ____________ ,_ ____________ _ 
g) Interest in work, •••••• ----------~-----------
h) Respect for authoritY··------------r-------------
1) Loyalty•••••••·········------------1--------------
j) Courtesy •• •••••••••····------------1--------------
k) Neatness•••·•••••••••··------------4--------------
1) Personal appearance •••• ____________ ,_ ____________ _ 
m) Honesty ....•••..••..... ____________ ,_ ____________ _ 
n) Dependability,, •••••••• ____________ ~------------
o) Initiative ••..•..••••.• __________ --4--------------
p) Cooperation •.•••••••••• ____________ 4--------------
q) Others:•••••••••••••···------------~-------------
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10. Which of the following activities do you think more 
time should be given in the school? 
Needs 
Satisfactory Additional 
Attention 
1. Better telephone 
technique••••••••••••••··------------t------------
2. Addressing envelopes·····------------t------------3. Copying from handwritten 
work ••••.••••..•.•••...• ·----------~~-----------
4. Filling in printed forms·------------t------------5. Meeting callers and 
receiving clients ••••••• ·------------t------------6. Doing tabulation and 
statistical work·········------------~-----------
7. Taking dictation in short-
hand and transcribing at 
the typewriter •••••••••• ·----------~~-----------8. Composing letters at the 
typewriter •••..•••••••.• ·------------t------------9. Preparing material for 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
filing ••••••.•••••••••••• ____________ t------------
Typing postal cards•·····------------t------------
Copying from rough drafts ____________ +------------
Typing interoffice 
correspondence •••••••.••. ____________ t------------
Figuring and checking 
invoices .•••••••••••••••• ____________ +------------
Typing legal forms••·····------------t------------Opening, sorting and 
distributing mail········----~~----t-----------­
Typing up mailing list···------------t------------
Typing with multiple 
carbons •.•••••••••••••••• ____________ t------------
18. Making out bank deposits. 
19. Taking dictation directly------------t------------
at the typewriter ••••••• ·------------t------------
20. Typing telegrams and 
cablegrams •.••••••••••••. ____________ t------------
21. Typing master sheets for 
liquid duplicator········------------t------------
22. Using the duplicating 
machine•••••••••••••••···------------r------------23. Using the calculating 
machines . .......••.•..... 
24. Using filing systems ••••• ------------t------------
25. Cutting stencils •••••••• ·------------t------------
26. Use of the mimeograph····----------~~-----------
27. Balancing cash ••••••••••• 
28. Payroll work •••.••••••••• ------------t------------
29. Erasing••••··············----------~~-----------
11. What do you consider an employable speed on typing 
test material of average difficulty? 
____________________ words per minute 
12. Is there any phase of the work for which St. Boniface 
Business School graduates are not prepared? 
Yes 
------------
No 
-------------' 
13. If so, please comment below. Be frank as your 
information will be helpful to us in giving a 
better educational program in our school. 
a.) Personal traits and work habits. 
b.) Shorthand, typewriting, and transcription 
skills. 
c.) Occupational intelligence. 
d.) Others. 
